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CONTACT INFORMATION

MAILING ADDRESS

Travel Payment/Travel Policy Section:

Department of Transportation

Division of Accounting

Office of Travel and Special Services, MS-25
P.O. Box 168018

Sacramento, CA 95816-8018

Cashiering:

Division of Accounting

Office of Financial Accounting & Analysis, Cashiering, Deposits and Services, MS-58
P.O. Box 168019

Sacramento, CA 95816-8019

PHONE
Travel Information Hotline: (916) 227-9061 M-F between 8:00 a.m. - 12:00 p.m. and

1:00 p.m. - 4:00 p.m.
Cashiering Hotline: (916) 227-9179 M-F 8:00 a.m. — 4:00 p.m.

CalTravelStore: 1 (877) 454-8785 M-F 8:00 a.m. — 5:00 p.m.
*After-hours and weekend service available for EMERGENCIES ONLY.

FAX
Main fax number for all Travel Expense Claims (TEC's) and Policy related issues:

(916) 227-9357



SHORT-TERM TRAVEL
AGENCY OBJECT AND SUB OBJECT CODE

(Directly related to a State approved training course.)

. . *Sub
Description Object Object

Conference and Meeting Fees (In-State and Out-of-State) 077
Driver's or Flight License Medical Examinations, DMV 132
License Fees, and Vanpool Medical Exams
In-State Commercial Airfare 008
In-State Per Diem (Lodging, Meals, and Incidentals) 020 ML, MP1, MP2
In-State Private A_utomoblle_ Mileage, Private Aircraft Miles, 010 ML. AR
and Cost Comparison (In-Lieu)
In-State Travel Expenses (Bridge, Highway, Road and Ferry
Tolls for vehicles. Expense of electronic transponders used for 003 ML
the recording and payment of Bridge and Highway tolls.)
In-State Travel Expenses (Business Expenses, Parking, Rental
Car, Rental Car Fuel, Taxi, bus shuttle, Rail (Amtrak), 001 ML
Passenger tolls or expenses on ferries, buses, rail, etc.)
Overtime and Callback Mileage 110 CB
Overtime Meals 023 OM
Postage 026
Professional Exams and License Fees, State Bar Dues, and 075
Individual Membership Dues
Relocation (All charges) 022 MR
Stationery, Office Supplies, Maps and Books (Not directly

s 044
related to a State approved training course.)
Tuition, Registration Fees, Training Materials and Books 024

* Sub Object Codes required for Employee Fringe Benefits:

OM - Overtime Meal reimbursement
CB - Call Back (Overtime) Mileage reimbursement
MR - Employee Relocation expense reimbursement

BM - Mileage reimbursement for the use of Bicycle on state business
AR - Mileage reimbursement for the use of privately owned aircraft on state business

ML - Long Term Assignment — Per Diem expenses for assignments exceeding 365 days.
MP1 - Per Diem expenses less than 50 miles from home or HQ (DOA pre-approval required)
MP2 - Meals for travel less than 24 hours (without an overnight stay)




RECEIPT REQUIREMENTS

References: California Code of Regulations (CCR), Administration, Title 2, Sections 599.615, 599.615.1, 599.625, and
599.625.1, Bargaining Unit Contracts and Department of Human Resources (CalHR) PML 2005-021

REQUIRED RECEIPTS

In the absence of a receipt, reimbursement will be limited to the non-receipted amounts in the
table below. Receipts smaller than 8 %2" x 11" must be taped to a full-size sheet of paper. The

original receipt plus one copy are required.

Receipt(s)
Type of Expense Required

with TEC
LODGING AND MEALS
Lodging Yes
Lodging, Third Party Vendor Yes
Meals, Business Related Yes
Meals, In-State No
Meals, Out-of-Country Yes
Meals, Out-of-State No
Meals, Overtime No
TRANSPORTATION
Airfare, In-State Yes
Airfare, Out-of-State Yes
Gas for Rental Car or State Vehicle Yes
Parking and Road Tolls Yes
Rental Cars Yes
Taxis, Shuttles, Streetcars, and Yes

Local Rapid Transit

Train and Bus Fares, In-State Yes
Train and Bus Fares, Out-of-State Yes
OTHER EXPENSES

Business Expenses Yes
Conference and Meeting Fees Yes
Exams, Professional License Fees, Yes
and Dues

Tuition and Training Yes

Criteria

Itemized receipt indicating paid.

Itemized receipt from the third party vendor and the
lodging establishment. See Third Party Vendors.

Explanation required. See Business Related Meals.

If over $24.99. See Out-of-State Travel.

When paid by employee.
Attach airline receipt or travel agency travel itinerary.

When cost exceeds $10.00.
When paid by employee.
When cost exceeds $10.00.

When paid by employee and cost exceeds $24.99.
Attach train receipt or travel agency travel itinerary.

When over $5.00 Explanation required for all amounts
claimed.

See Conference/Meeting Fees

See Examinations. See Licenses and Dues.

See Training Expenses.



http://ccr.oal.ca.gov/
http://ccr.oal.ca.gov/
http://www.dpa.ca.gov/collbarg/contract/bumenu.shtm
http://www.dot.ca.gov/hq/asc/travel/pdf/PML2005-021.pdf
http://www.dot.ca.gov/hq/asc/travel/ch1/3thirdparty.htm
http://www.dot.ca.gov/hq/asc/travel/ch9/2bmeals.htm
http://www.dot.ca.gov/hq/asc/travel/ch3/8outofstate.htm
http://www.dot.ca.gov/hq/asc/travel/ch9/4meetfees.htm
http://www.dot.ca.gov/hq/asc/travel/ch9/7medexam.htm
http://www.dot.ca.gov/hq/asc/travel/ch9/8exams.htm
http://www.dot.ca.gov/hq/asc/travel/ch9/12training.htm

SHORT-TERM LODGING RATES FOR REGULAR STATE BUSINESS

Short-Term Lodging Rates - Excluded Employees
Effective July 1, 2013:

All Counties/Cities located in California (except as noted below): Actual lodging expense, supported
by a receipt, up to $90 per night, plus tax.

Napa, Riverside, and Sacramento Counties: Actual lodging expense, supported by a receipt, up to
$95 per night, plus tax.

Los Angeles, Orange, and Ventura Counties and Edwards AFB, excluding the city of Santa Monica:
Actual lodging expense, supported by a receipt, up to $120 per night, plus tax.

Alameda, Monterey, San Diego, San Mateo, Santa Clara Counties:
Actual lodging expense, supported by a receipt, up to $125 per night, plus tax.

San Francisco County and the City of Santa Monica:
Actual lodging expense, supported by a receipt, up to $150 per night, plus tax.

For the most current short-term lodging reimbursement rates, please see the Travel Guide.

SHORT-TERM MEAL AND INCIDENTAL REIMBURSEMENT RATES

Short-Term Meal Rates - Excluded Employees:

Rates effective September 1, 2013:

Breakfast Actual expense up to $7.00.
Lunch Actual expense up to $11.00.
Dinner Actual expense up to $23.00.

Incidentals Actual expense up to $5.00.

For the most current short-term meal reimbursement rates, please see the Travel Guide.



http://www.dot.ca.gov/hq/asc/travel/ch3/13lodging.htm
http://www.dot.ca.gov/hq/asc/travel/ch3/14mealincd.htm

PARKING AND TOLLS

References: SAM 0755, California Code of Regulations (CCR), Administration, Title 2, Sections 599.625.1, 599.626, 599.630
and 599.631, Department of Human Resources (CalHR) PML 2007-024, Bargaining Unit Contracts, DGS Park ‘N Fly Rates

Employees using state, rental, or privately owned vehicles on official business may be paid for
certain parking charges as follows:

e [For day parking when on trips away from their headquarters office and residence.

e [or day parking next to their headquarters, provided they have other reimbursable vehicle
expenses for the same day or are using a state vehicle. This is for employees who spend
most of their time on field assignments and report to their headquarters offices
occasionally.

e For day parking due to a callback or scheduled overtime on a normal day off.

e For overnight public parking when on trips away from the headquarters city and city of
residence.

e Claims are not allowed if expense-free overnight parking is conveniently available.

EMPLOYEES:

e Are required to secure the most economical parking available.

e Parking at airports must use the less expensive peripheral parking at airports. A valid
justification will be required with the Travel Expense Claim (TEC) explaining why
economy parking was not used.

e Reimbursement requests for higher parking fees without valid justifications will be reduced
to the airport's economy parking rate.

e Are required to attach a receipt to the TEC for each parking charge of more than $10.00 for
one continuous period. Airport parking expenses claimed without receipts will be
reimbursed at the airport's economy parking rate.

e May not claim tips associated with required valet service as a parking charge. Tips are
considered part of incidentals.

e Should not park state vehicles overnight at an airport unless there is no other practical and
reasonable way for the employee to get to and from the airport.

TOLLS

All ferry, bridge, or toll road charges are reimbursable if:
e Reasonably and necessarily incurred when employees travel on state business.
e Receipts are attached to the TEC for each toll charge of more than $10.00.
e Due to a callback or overtime on a normal day off.
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http://sam.dgs.ca.gov/TOC.aspx
http://ccr.oal.ca.gov/
http://ccr.oal.ca.gov/
http://www.dot.ca.gov/hq/asc/travel/pdf/PML2007-024.pdf
http://www.dpa.ca.gov/collbarg/contract/bumenu.shtm
http://www.documents.dgs.ca.gov/ofa/Travel/ParkNFlyNewRates1.2016.pdf

AIRPORT PARKING (Example)

Sacramento International Airport
6900 Airport Blvd.

Sacramento, CA 95837

Date/Time 02/11/16 17:29
Receipt 068189
02/09/16 05:19 (enter)

02/10/16 17:29 (exit)

Period 1d 12h 10m $34.00
Total 34.00
Payment Received 34.00

In this example, Sacramento Airport economy parking is $10.00 per day. Since the maximum
reimbursement for parking is at the airport’s economy parking rate, the reimbursement will be
$20.00 (2 days x $10.00 per day).



OUT-OF-STATE TRAVEL

References: California Code of Regulations, Administration, Title 2, Sections 599.619 and 599.621; SAM Sections 0710 and
0760; and Department of Finance Budget Letter 14-03

INTRODUCTION

Out-of-state travel is defined as any travel outside the State of California for the purpose of
conducting business outside the State of California. It does not include trips through or stopovers
in bordering states incidental to travel within points in California.

An approved form FA0257, "Request for Approval of Out-of-State Travel™ is required to
reimburse a travel expense claim (TEC). The total expenditures claimed on the TEC, plus
transportation costs, may not exceed the total amount approved on the FA0257.

State time authorized for out-of-state travel is limited to the time necessary to transact business
plus actual travel time. The travel time cannot exceed rail time.

Non-state employees (witnesses, contract consultants, and others) traveling out-of-state and from
other states to California to conduct business on behalf of the department are typically not
considered part of the out-of-state travel plan.

The Division of Business, Facilities and Security, Office of Resource Planning and Policy is
responsible for administering the approval process for out-of-state travel. Employees with
questions regarding the approval process should contact their division's out-of-state travel
coordinator.

THIRD PARTY VENDORS

To meet the requirements of an "accountable plan,” the Internal Revenue Service and the State
Controller's Office have established strict requirements for reimbursement of employee travel paid
to third party vendors. Third party vendors are defined as individuals or organizations other than
the principals involved in business transactions. Payments are made to third parties, not directly to
the individuals or businesses providing the goods or services. Third party vendors include, but are
not limited to, Internet companies such as Priceline.com, Expedia.com, Travelocity.com,
Hotels.com, etc.

The California Department of Human Resources (CalHR) has strongly advised that State travelers
use a Department of General Services approved travel agency to make travel arrangements.
Employees who use a third party vendor must meet specific receipt requirements addressed in this
section to receive reimbursement of their travel expenses.

To comply with the receipt requirements and receive reimbursement for appropriate lodging
expenses, a traveler using a third party vendor must provide:

1. Arreceipt from the third party vendor indicating the employee's name, hotel establishment
providing the service, the check-in date, checkout date, itemized expenses incurred, and
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http://ccr.oal.ca.gov/
http://sam.dgs.ca.gov/TOC.aspx
http://sam.dgs.ca.gov/TOC.aspx
http://www.dof.ca.gov/budgeting/budget_letters/documents/BL14-03.pdf
http://cefs.dot.ca.gov/jsp/index.jsp
http://admin.dot.ca.gov/bfams/admin_svcs/oos_travel.html

2. A receipt from the hotel that provided the service indicating the employee's name, check-
in, and checkout dates.

The hotel receipt does not need to itemize the hotel rate or taxes to third party vendor.

There are no exceptions to the requirements listed above. A TEC for reimbursement of third party
lodging without both of the required receipts will result in the rejection of the claimed expense.

Reimbursement is allowed for airfare, commercial car rental, and other transportation charges
paid to third party vendors as long as the cost does not exceed the actual and necessary costs as
determined by the department, not the employee. A justification is required on the TEC explaining
why the department’s travel reservation system (via CalTravelStore) was not used.

LODGING, MEALS, AND INCIDENTALS

OUT-OF-STATE AND OUT-OF-COUNTRY LODGING

For short-term out-of-state and out-of-country travel (less than 31 days) employees will be
reimbursed for actual lodging expenses that are supported by a receipt. Failure to furnish lodging
receipts will limit reimbursement to meals only.

The short-term per diem rate will be discontinued after the 30" consecutive day assigned to a
"single location" unless an extension has been previously documented and approved by the
appointing power. A "single location" is defined as a major metropolitan area, cities in vicinity to
one another, and any locations that straddle county or state lines within a 50-mile radius. For
information on the extension of short-term travel rates, see Travel Exceptions, Short-Term
Subsistence Beyond 30 Days on page 20.

OUT-OF-STATE MEALS AND INCIDENTALS

For short-term out-of-state travel, employees will be reimbursed actual meal and incidental
expenses, up to the maximum rates for in-state travel. For maximum reimbursement rates, see
Meal and Incidental Reimbursement Rates on page 6.

OUT-OF-COUNTRY MEALS AND INCIDENTALS

For short-term out-of-country travel, employees will be reimbursed for actual meal and incidental
expenses up to the maximum rates in accordance with the published Government meal and
incidental rates for foreign travel for the specific dates of travel.

The maximum rates for meals and incidentals are available by country and travel date on the U.S.
Department of State's website. Go to the Foreign Per Diem Rates to find the combined maximum
daily rate for meals and incidentals (M&aI), and then to Appendix B to locate the corresponding
breakdown of the combined maximum rate to the specific maximum for each meal and incidental.
See example below.
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https://aoprals.state.gov/content.asp?content_id=184&menu_id=78
https://aoprals.state.gov/content.asp?content_id=184&menu_id=78
https://aoprals.state.gov/content.asp?content_id=114&menu_id=81

Receipts are required for meals and incidentals claimed in excess of $24.99 (US).

Employees should review the long-term assignment policies if it is anticipated that an out-of-state
or out-of-country assignment will exceed 30 days in one geographic area (50-mile radius).

1. Click “Foreign Per Diem Rates by Location” and select a country from the drop down
menu.

U.S. DEPARTMENT oF STATE

DIPLOMACY ON Enter keyword here

[ SECRETARY KERRY | MEDIACENTER | BLOG | TRAVEL | CAREERS | BUSINESS | YOUTH & EDUCATION _MY‘STATEDEPARTI\-‘IENT @

ABOUT | POLICY COUNTRIES | ECONOMICS, ENERGY | ARMS CONTROL & CIVILIAN SECURITY | PUBLIC DIPLOMACY | ASSISTANCE &
STATE ISSUES & REGIONS & ENVIRONMENT INTERNATIONAL SECURITY = & DEMOCRACY & PUBLIC AFFAIRS DEVELOPMENT

Dffice of Allowances .
Per Diem Rates

+ Organization Chart
Per Diem Rates
+ Excel Versions of Per Diem Current and Prior Year Rates

+ Foreign Per Diem Rates
o Other Per Diem Rates Foreign Per Diem Rates by Location

Allowance Rates FTR Appendix B (Breakdown of Meals/Incidentals)

Excel Version of Foreign Per Diem Rates

¢ Allowance Rates (Sec. 320)
+ Allowances By Location

¢ Allawances By Typa

» Biveekly Updates Foreign Per Diem rates are established monthly by the Office of Allowances as maximum U.S. dollar rates for
Standardized Regulations reimbursement of U.S. Government civilians traveling on official business in foreign areas. Lodging and M&IE
(DssR) {Meals & Incidental Expenses) are reported separately followed by a combined daily rate. The breakdown of rates

* DSSR Takle of Contents by meals and incidentals is found in Appendix B. For regulations pertaining to these rates, see the Federal Travel

Regulation (FTR) established by the General Services Administration and implementing regulations established by
Federal Agencies. (Foreign Affairs Agencies - see Foreign Affairs Manual (FAM) (Vol. 14); Defense Agencies - see

» Search the DSSR

General Information
# Consumables

the JTR for members of the uniformed services as well as for civilians.)
« Contact Us
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2. Find Post Name to see the meal and incidental rate.

Foreign Per Diem Rates In U.S. Dollars

Publication Date: 04/01/2016

Country: CHINA

Previous Rates: [04/01/2016v] | Go_|

Country Post Season | Season Maximum M & IE | Maximum Per S Effective
Name Name Begin End Lodging Rate Rate Diem Rate Date
CHINA Beijing 01/01 12/31 258 119 377 View 03/01/2012
CHINA Changchun | 01/01 12/31 167 100 267 N/A 04/01/2013
CHINA Chengdu 01/01 12/31 143 g2 225 N/A 02/01/2016
CHINA Chongging | 01/01 12/31 59 83 182 N/A 05/01/2006
CHINA Dalian 01/01 12/31 166 108 274 N/A 04/01/2013
CHINA Fuzhou 01/01 12/31 176 122 298 N/A 01/01/2014
CHINA Guangzhou 01/01 12/31 243 164 407 N/A 03/01/2014
CHINA Guilin 01/01 12/31 168 100 268 N/A 08/01/2012
CHINA Haikou 01/01 12/31 175 113 288 N/A 02/01/2016
CHINA Hangzhou 01/01 12/31 169 124 293 N/A 08/01/2015
CHINA Harbin 01/01 12/31 187 101 288 N/A 04/01/2013
CHINA Jinan 01/01 12/31 121 85 206 N/A 02/01/2016
CHINA Lhasa 01/01 12/31 131 52 183 N/A 11/01/2007
CHINA Lijiang 01/01 12/31 153 133 286 N/A 07/01/2015
CHINA Nanjing 01/01 12/31 135 75 210 N/A 02/01/2016
CHINA Nanning 01/01 12/31 131 119 250 N/A 11/01/2011
CHINA Ningbo 01/01 12/31 134 el 230 N/A 02/01/2016
CHINA Other 01/01 12/31 141 110 251 N/A 02/01/2016
CHINA Qingdao 01/01 12/31 157 88 245 N/A 05/01/2011
CHINA Sanya 01/01 12/31 171 89 260 N/A 02/01/2016
CHINA Shanghai 01/01 1231 259 143 402 N/A 08/01/2015
CHINA Shantou 01/01 12/31 141 86 227 N/A 04/01/2011
CHINA Shenyang 01/01 12/31 193 107 300 N/A 05/01/2013
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3. Click “FTR Appendix B” for a breakdown of meals and incidentals.

i

U.S. DEPARTMENT or STATE
DIPLOMACY IN ON Search

[ SECRETARY KERRY | MEDIA CENTER | BLOG | TRAVEL | CAREERS | BUSINESS | YOUTH & EDUCATION MYSTATEDEPARTMENT@

0
-
s

715 OF

ABOUT POLICY COUNTRIES ECONOMICS, ENERGY ARMS CONTROL & CIVILIAN SECURITY PUBLIC DIPLOMACY ASSISTANCE &
STATE ISSUES & REGIONS & ENVIRONMENT INTERNATIONAL SECURITY & DEMOCRACY & PUBLIC AFFAIRS DEVELOPMENT

Office of Allowances .
& Organization Chart Per Diem Rates
Per Diem Rates
* Excel Versions of Per Diem Current and Prior Year Rates

® Foreign Per Diem Rates
Foreign Per Diem Rates by Location

FTR Appendix B (Breakdown of Meals/Incidentals)
Excel Version of Foreign Per Diem Rates

& Other Per Diem Rates

Allowance Rates
* Allowance Rates (Sec. 520)

* Allowances By Location

# Allowances By Type

* Biweekly Updates Foreign Per Diem rates are established monthly by the Office of Allowances as maximum U.S. dellar rates for
Standardized Regulations reimbursement of U.5. Government civilians traveling on official business in foreign areas. Lodging and M&IE
(DSSR) (Meals & Incidental Expenses) are reported separately followed by a combined daily rate. The breakdown of rates

* DSSR Table of Contents by meals and incidentals is found in Appendix B. For regulations pertaining to these rates, see the Federal Travel

Regulation (FTR) established by the General Services Administration and implementing regulations established by
Federal Agencies. (Foreign Affairs Agencies - see Foreign Affairs Manual (EAM) (Vol. 14); Defense Agencies - see

® Search the DSSR
General Information
* Consumables . . —
Comtact U the JTR for members of the uniformed services as well as for civilians.)
® Lontac S

+ Effacts of Administrative The Bureau of Public Affairs of the Department of State offers a subscription service that permits individuals to

Furlough receive notices when Foreign Travel Per Diem rates are updated.

4. Find the correct M&IE rate showing the breakdown.

M &IE Breakfast Lunch Dinner Incidentals
Rate

$140 21 35 56 28

$141 21 35 57 28

$142 21 36 57 28

$143 21 36 57 29

$144 22 36 57 29

$145 22 36 58 29

$146 22 37 58 29

$147 22 37 59 29

-13-



FOREIGN CURRENCY

Valid documentation for foreign currency exchange rates must be submitted with the TEC to
substantiate expenses claimed. If unavailable, the FXConverter (Foreign Exchange Currency
Converter) may be used as adequate documentation.

BUSINESS EXPENSES

The reimbursement policy for business expenses is the same as that for in-state travel.
WEEKEND TRAVEL

Reimbursement for Saturday and Sunday travel is allowed if pre-approved on the Form FA0257.

Weekend travelers are expected to stay in the vicinity of the official state business. Rental cars
paid for by the State are only to be used to obtain meals and commute between the lodging
location and the official business site. Separate arrangements must be made for sightseeing, visits
with friends and family, etc.

OUT-OF-STATE TRAVEL EXPENSE CLAIMS (TECS) - CHECKLIST

All out-of-state travel expense claims (TEC's) should be checked for the following:
e Claims are identified as "Out-of-State™ under purpose of trip.

e Two copies of the approved Form FA0257, "Request for Approval of Out-of-State Travel"
are attached to the TEC.

e A copy of the itinerary from the travel agency or airline ticket receipt is attached to the
claim. The itinerary or airline ticket receipt must indicate the total cost of the airfare,
including any change fees.

e A copy of car rental receipt is attached to the claim.
e Meal reimbursement is not claimed for a meal that is served and/or offered on the flight.

e An out-of-state claim must be submitted on a separate TEC. Do not include with expenses
for in-state travel, except those directly related to the out-of-state trip (i.e. mileage to and
from the airport upon departure and return).

e Qut-of-state object codes are used in coding the TEC. See Agency Object Codes below.

e All information on the TEC must be consistent with the Form FA0257. The sum of the
amount claimed on the TEC and the transportation costs charged to the state (airfare, rental
car, etc.) must not exceed the total approved on the FA0257. Conference fees and training
costs are not included in this comparison. Contact the division out-of-state coordinator for
additional approval if expenses exceed the total amount approved on the FA0257.
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http://www.oanda.com/convert/classic
http://cefs.dot.ca.gov/jsp/index.jsp

AGENCY OBJECT AND SUB OBJECT CODE

etc.)

Car, Rental Car Fuel, Taxi, Rail (Amtrak),

. . *Sub
Description Object Object
Conference and Meeting Fees (In-State and 077
Out-of-State)
Out-of-State Commercial Airfare 108
Out-of-State Per Diem (Lodging, Meals,
) 021
and Incidentals)
Out-of-State Travel Expenses (Business
Expenses, Mileage, Parking, Tolls, Rental 101

See Qut-of-State TEC example below
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You can save data typed into this form for later editing, unless you click on the Lock Data Button.
STATE OF CALIFORNIA - DEPARTMENT OF TRANSPORTATION Leck Data on Form

TRAVEL EXPENSE CLAIM 1
FA-0302 (REV 112010) Froni CT#7541-0620-9

PERSONAL INFORMATION MOTICE
Prmeat d G Fadesl Pevacy dct (L. 53-575) ar the indbrmndon Practicas 4t o 1977 {0l Cods Sectione | T, o s |, noze @ by g for the requast of persamad inforruizn by e form. Tha repearisd parscnal

IrfTIT ity mp-.:p:mm-nﬂ-; -d.m:;::u““;-:;:'-_T:dhmuml:qpmqumm-qu—'fm!— He
any by wn Pring Theci any inguems i yoer P4 Dfficar.
e natructions On Ruvorss Sido
CLAIMANTE MAME (Arst, LIl Last) CALTRANS EMFLOYEE ID NUMBER CONTACT PHOME NUMEER
Cal Trans 5000000 (916) 123-4567
FIOEITION TITLE B.UMD. \RIT fwhere check to be seni] ALTERMATE FHONE WUMEER
Transportation Engmeer 2 3664
CLAIMANTS HOME ADCRESS HEADRUARTERS ADCRESS LS.
6450 Broadway 1820 Alhambrs Bhed. 15
oY STATE ZIF CODE oY ETATE ZIF CODE
Sacramento CA 91234-567F | Sacramento CA 25816-8018
i mgw o w [ WEALS P TR SR TATICN [T 7]
] - m BeEA- O |ucicen. | cost reve '-".,."EH s EbENge | BxeNSe
DATE | TIME e sl Lo | PasT | LMok [ piues | TS | TRANS E_mh WLES | AMOUWT | jBese i) | PR DaY
& 1600 [Sacramento to Spokane, WA 131.3I5| 23.00 PC|P | 1000y 13 7.0 17138
7 [3pokane, WA 13].3# 700 1L00 2300 500 RC| P | Lo.00 187.36
3 Spokane, WA 131.3[1 700 1100 2300 500 RC|F | lo.00 187.36
9 Gpokane, WA 13].34 700 1L00 2300 500 RC| P | Lo.00 187.36
10 [3pokane, WA 13134 700 1100 2300 5.00 RC|F | Lo.00 187.36
11 1600 [Spokane, WA to Sacramento 7.000 1100 5.00 JB4PC| P | 1000y 13 703 48.50
[0}
gueToTaLs | G56.80( 35.00| 5500115000 25.00 2848 &0.00 14.04 93032
AT PURFOEE OF TRIF, REMARFS AND DETAILE [ANaCh recelpis vouTiers Bhen regured)
This was an cut-of-state trip, for pre-weld meg and fabrication facility visit Clalm Total [ 9e0.32
Sacramento Airport parking 510.00 /day, rental car gasoline 523 48,
12) MO AL Wik HOURS COST COMNG
7-00 - 16:00 T PREJECT PHasE mepoaTg | ceser | SR ANEUNT FE ACTITY  [susacTimy
] WORK SCHEDULE 3664 | 0000000833 | W 021 $386.80 16
/80 Friday B 3664 | 000000033 | W 101 §102.52 16
[14) PRIVATE VEHICLE LIGEREE
4CATL2S
[16) WLEASE RATE CLAIMED
4 Apply tn Travel Advance (TA) {12 digk document 2) andéor check &

I HEREEY CERTIFY that the abows lin= [s a rus siyiement of ihe rave! 2epenses Inounred by me In accordance wih DFA rul=s in e servoe of the Stale of Caliomis.
I & privately caned wehicls was usad, and If miesge rates Excesd the minimum rate, | gartify that the cost of opemting e vehice was squal b or greaber than the e
claimed, and that | heve mes he requirements 23 prescribed by SAM Sechons 0750, O7S1, 0752, 0753, and 0754 peraning fo vehicke: safefy and seat beit usage.

(18} CLAIMANTE SIGNATURE DATE
(17} SIGNATURE OF DFFICER APFROVING TRAVEL AND PAYMENT FRINT NAME DATE
(18} SIGMATURE AND TITLE OF AUTHIRITY FOR ELFSINEES EXPENEEE EXCEEDING 2500 PRINT MAME DATE

HOTE: ORIGINAL TEC AND RECEIPTS PLUS OME COPY MUST BE SENT TO ACCOUNTING
ADD PAGE
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OUT-OF-COUNTRY TRAVEL EXPENSE CLAIMS (TECS) -
CHECKLIST

All out-of-country travel expense claims (TEC's) should be checked for the following:

Claims are identified as "Out-of-Country" under purpose of trip.

Two copies of the approved Form FA0257, "Request for Approval of Out-of-State Travel"
are attached to the TEC.

A copy of the itinerary from the travel agency or airline ticket receipt is attached to the
claim. The itinerary or airline ticket receipt must indicate the total cost of the airfare,
including any change fees.

A copy of car rental receipt is attached to the claim.
Meal reimbursement is not claimed for a meal that is served and/or offered on the flight.

An out-of-country claim must include valid documentation for foreign currency exchange
rates. If unavailable, the FXConverter (Foreign Exchange Currency Converter) may be
used as adequate documentation.

Out-of-state object codes are used in coding the TEC. See Agency Object Codes below.

An out-of-country claim must be submitted on a separate TEC. Do not include with
expenses for in-state travel, except those directly related to the out-of-country trip (i.e.
mileage to and from the airport upon departure and return).

All information on the TEC must be consistent with the Form FA0257. The sum of the
amount claimed on the TEC and the transportation costs charged to the state (airfare, rental
car, etc.) must not exceed the total approved on the FA0257. Conference fees and training
costs are not included in this comparison. Contact the division out-of-state coordinator for
additional approval if expenses exceed the total amount approved on the FA0257.
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http://cefs.dot.ca.gov/jsp/index.jsp
http://www.oanda.com/convert/classic

AGENCY OBJECT AND SUB OBJECT CODE

Fuel, Taxi, Rail (Amtrak), etc.)

. . *Sub
Description Object Object
Conference and Meeting Fees (In-State and Out-of-
077
State)
Out-of-State Commercial Airfare 108
Out-of-State Per Diem (Lodging, Meals, and
: 021
Incidentals)
Out-of-State Travel Expenses (Business Expenses,
Mileage, Parking, Tolls, Rental Car, Rental Car 101

See Qut-of-Country TEC example below
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STATE OF CALIFORMNIA - DEPARTMENT OF TRANSPORTATION

TRAVEL EXPENSE CLAIM

FA-0302 (REV 1/2016) Front CT #7541-D620-0

Lock Data on Form

Page

PERSOMAL INFORMATION NOTICE

an Imcmealion

Pursuant to the Federal Privacy Act [P.L S3-579) and the imformation Practices Act of 1977 (Chell Code Secions 1758, £t 32q.), nofice 13 hereby ghen for e request of personal information By ihis fom. The
requesied personal Imfonmation Is voluniary. The prindpal pumpose of fhe voluniary Infomation s fo Iscliale fhe processing of this form. The faliure b provide all or any part of the reguesisd Irfonmation may
deiay processing of this form. Ko disclosure of persoral Irfonmabion will b= made unkess permissible under Arfide B, Secon 1735 248 of The IPA of 1577. Each indhddual has the right upon reguest and proper

kentificaton, i inspect &l peraonal irformaion in any recond maintained on e indhvicusl by an idenifying parficular. Direct any = o your IPA Officer.

Sea InsTrucTians On Reverse Side

CLAIMANTS MAME (First, I, Last) CALTRANS EMPLOYEE ID NUMSER CONTACT PHOME MUMSER
Cal Trans 995099 (916) 1234567
POSITION TITLE B.LL.MLD. 4-DIGIT UNIT # {Where check o be sent) ALTERMATE PHOME NUMBER
Transportation Engineer 9 3664
CLAIMANTS HOME ADDRESS HEADQUARTERS ADDRESS [ R
5450 Broadway 1820 Alhambra Blvd. 25
cmy STATE iR CODE CImr STATE ZIP CODE
Sacramento CA 91234-5678 |Sacramento CA 95816-B018
i} Mgw w " [13] MEALS - 171 TRANSPCRTATION [£5) [
LOCATION W (om0 B e | Busmess | Toma
IH I O, LT, ) CARFARE | PANATE o isi | BUSINESS
DATE| TIME “::::::;: onama | rast | womcs | pumies IN‘EJE? D‘r%.mmgf I;F:r At WLES | AMOUNT | ;pow 1y | FORDAY
20 1600 Sﬂaﬁm"—'ﬂm o Shanghai, 126.81 2490 PC|P | 1000 13| 7.02 268 82
21 Shanghai, China 22681 2000 2499 2499 2499 P | 10,00 2001 35179
22 Shanghai, China 22681 2000 2499 2490 2490 TO00 B | P | 10,00 33878
23 Shanghai, China 22681 2000 2499 2499 2499 700 B | P | 10,00 33878
M Shanghai, China 22681 2000 2499 2490 2490 P 10,00 33178
25 1400  |Shangai, China to Sacramento 2000( 24.99 PC 13 702 52.01
[il]
SUBTOTALS |1134.05 (100,00 |124.95 (124.95( 09.96 14.00 50000 1404 20.01) 1,681.96
[11) PURPOEE OF TRIP, REMARKS AND DETAILS [Affach receipsAGuchers when required) ]
This was an out-of-country trip, SFOBB SAS fabrication in FPMC, Shanghai, China. Claim Total 3 1,681.96
# The business expense 1s for cell phone prepaid card.
[12) NORMAL WoRK HOURS COST CODING
'_'Il'ﬂn - lﬁﬂn UNIT PROJECT FHASE REPORTING CBJECT ngJg-:'-T ARSTILMNT Fr ACTIVITY | BUB-ACTINITY
(1 woRs Sc=EDULE 3664 |0000D00ES3| W 021 $1,583.91 16
980 Friday B 3664 |00000DORS3 | W 101 $98.05 16
[14) PRIVATE VEHICLE LICENES 2
4CAT123
[15) MILEAGE RATE CLAIMED
34 Appiy to Travel Advanca (TA) (12 diglt Bocument ) andar check #

| HEREBY CERTIFY that the abave line |5 a Fue statement of the travel expenses incumad by me In accordance with CalHR rules In the senvice of the State of Calfamia.
If & privatedy owned vehide was used, and ¥ mileage rates excead the minimum rate, | cartity that the cost of operating the vehicle was equal bo or greater than the rabe
edalmed, and that | have met the requirements 3s prescrbed by SAM Sections 0750, 0751, 0752, 0753, and D754 pertaining o vehick safely and seat bell usage.

(18} CLAIMANT S SIGMATURE DATE
[17) SIGNATURE OF OFFICER APPROVING TRAMEL AND PAYMENT PRINT MAKE DATE
[ 18) SIGNATURE AMD TITLE OF AUTHORITY FOR BUSINESS EXPENSES EXCEEDING 525,00 PRINT MAME DATE

NOTE: ORIGIMAL TEC AND RECEIFTS PLUS OMNE COPY MUST BE SENT TO ACCOUNTING
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TRAVEL EXCEPTIONS

References: Department of Human Resources (CalHR), Personnel Management Liaison Memorandum (PML) 93-28, 95-050,
2001-014, and 2003-026

INTRODUCTION

There are certain exceptions to the travel rules. All exceptions require the approval of the
appointing power (employee’s supervisor or manager) before submission to the Division of
Accounting’s Travel Policy Section. Some exception requests require additional approval from
Department of Human Resources (CalHR).

Travel exceptions can be approved for the following:

e Excess Lodging Rate Requests
e Short-Term Subsistence Beyond 30 Days
e 50-Mile Limit

EXCESS LODGING RATE REQUESTS

Required approvals: Appointing power, Travel Policy Section, CalHR when required.

If an employee is not able to secure lodging within the approved state rates, an Excess Lodging
Rate Request/Approval form (STD255C) must be submitted to the Travel Policy Section 15
calendar days prior to travel. A list of the moderately priced hotels contacted, dates of the
contacts, and the results of the contacts must be included with the request.

SHORT-TERM SUBSISTENCE BEYOND 30 DAYS

References: California Code of Regulations (CCR) 599.619 and Bargaining Unit Contracts

Required approvals: Appointing power and Travel Policy Section

Short-term subsistence (per diem) will be discontinued after the 30" consecutive day assigned to
one location unless an extension has been previously documented and approved by the Division of
Accounting's Travel Policy Section.

All requests must be submitted to the Travel Policy Section and include the following
information:
1. Name and job classification of employee.
2. Beginning date and anticipated ending date of assignment.
3. The business need and circumstances which justify an extension of the short-term rate.
4. A description of efforts that were made to secure long-term accommodations including
documentation of contact with establishments catering to the long-term visitor.
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http://www.dot.ca.gov/hq/asc/travel/pdf/PML1993-028.pdf
http://www.dot.ca.gov/hq/asc/travel/pdf/PML1995-050.pdf
http://www.dpa.ca.gov/statesys/dpa/srchfpml.shtm
http://cefs.dot.ca.gov/index.html
http://ccr.oal.ca.gov/
http://www.dpa.ca.gov/collbarg/contract/bumenu.shtm

5. Attach a completed and approved form FA1350, “Long-Term Assignment Information
Certification of Subsistence Rates”.

50-MILE LIMIT

References: Department of Human Resources (CalHR), Personnel Management Liaison Memorandum 93-28, California Code
of Regulations, Administration, Title 2, (CCR) Section_599.616.1, Bargaining Unit Contracts, SAM 0715 and State Controller’s
Office Payroll Procedure Manual, N 145.

Required approvals: Appointing power and Travel Policy Section

In cases where adherence to the 50-mile limitation creates an unusual or unavoidable hardship to
the employee, an exception may be requested by the appointing power. The reimbursement for
travel expenses within 50 miles of an employee's headquarters and primary residence may only be
granted in rare instances, 15 calendar days prior to travel, and must clearly demonstrate an
unusual and unavoidable hardship. All per diem expenses associated with an approved 50-mile
exception will be reported to the State Controller's Office as taxable income.

It is a supervisor’s responsibility to request an exception on behalf of the employee. All requests
must be submitted in writing to the Travel Policy Section and include the following information:
1. Name of the employee
2. Addresses of home, headquarters, and the exception site
3. Mileage for distances between home and headquarters, home and exception site, and
headquarters to exception site.
4. Description of the event or work to be completed
5. Date(s) requested for exception
6. Costs to be incurred by the request — meals, lodging, other, total
7. Justification of need to provide meals and lodging, citing the unusual and unavoidable
circumstances and the business need.
8. Sponsorship, if applicable. Include the name of state department or outside entity
responsible for planning and scheduling the event. Copies of training or conference
agendas and registration forms must be attached to the request.

The following requests for exception will not be approved:
Circumstances related to traffic congestion.
Expenses associated with networking.

Lunches for trips less than 24 hours.

Meals served at mandatory meetings.

Per Diem at an employee's headquarters.

Per Diem at an employee's primary residence.

The 50-mile rule applies only if an employee is claiming per diem (lodging, meals, and
incidentals). Other travel expenses, such as mileage, parking, tolls, and transportation costs, are
still reimbursable even if a location is less than 50 miles from the employee’s home and
headquarters.
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http://cefs.dot.ca.gov/index.html
http://www.dot.ca.gov/hq/asc/travel/pdf/PML1993-028.pdf
http://ccr.oal.ca.gov/
http://www.dpa.ca.gov/collbarg/contract/bumenu.shtm
http://sam.dgs.ca.gov/TOC.aspx
http://www.sco.ca.gov/ppsd_ppm.html

SUBMISSION OF EXCEPTION REQUESTS

Each exception request:

Should be submitted in writing or, if applicable, using a designated exception request form,
such as form STD255C for an Excess Lodging Rate Request.

Should be submitted to the Travel Policy Section at least 15 calendar days in advance of
travel or as soon as the circumstances that require approval are known.

An exception request submitted to the Travel Policy Section after travel has concluded
will not be considered for approval.

Will be considered for approval by Travel Policy based on the circumstances detailed in
the written request.

Should be submitted to the:

Division of Accounting
OTSS Travel Policy Section
P.O. Box 168018
Sacramento, CA 95816-8018

The fax number for Travel Policy is (916) 227-9357 or email Kathy Greenwood.

UNAPPROVED EXCEPTIONS

Expenses resulting from exceptions to travel rules and submitted for reimbursement without an
approval letter will either:

Not be paid or

Will be paid in accordance with the applicable bargaining unit contract and CalHR
regulations for regular travel.
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CALTRAVELSTORE - CONCUR TRAVEL
RESERVATION SYSTEM

Open CalTravelStore web page from Caltrans intranet — Onramp

(& Caltrans Onramp : Home o v [ @ v Pagev Sifetyr Tools~ @

Skip to: Content | Footer USearch Caltrans Intranet | @
®
Ollralllp | Provide a safe, sustainable, integrated and efficient transportation system to enhance California's economy and livability.

Home | Organization Charts | Phone Lists | Site Index

Advantage & infoAdvantage

onramp.dot.ca.gov Support Center

Caltrans Intranet

# From the Director

- Mission, Vision, Goals, 5 Advantage / infoAdvantage is
. Director's December 16th Update to all Employees up and running
- Applications | [December 16, 2014 infoAdvantage is current
through January 28, 2015.
This month, Director Malcolm Dougherty comes to us from Caltrans’ largest equipment shop in Sacramento and discusses the
crucial role the Division of Equipment plays in building, maintaining and modemizing the vehicles and heavy equipment that keep CTPass
+ Deputy Directives/Policies | California's highways clear, open and safe. #login
* a . | Video | Transcript [ Word ] Caltrans IT Service Desk
“# E-FIS Issue Resolution “* Request: Service Desk
Project . Ticket

Director's October 2rd Update to all Empl
# Emergency Information EE e = # Email: Service Desk for

-+ Employee Resources | October 5, 2014 In
. . o # Contact: Semvice Desk
This month, Caltrans Director Malcolm Dougherty comes to us from our newest Transportation Management Center in District 8. He by District
showcases the award-winning, innovative, and sustainable LEED center, as well as the technology we use throughout the state to
-# |nternal manage California’s transportation system.

Programs/Divisions/Districts
“# Manuals/Guides

Video | Transcript [ Word ]

Director's August 20th Update to all Employees
# Rigk Management eeers e re

>Commens  Awwstmm

“# Position Vacancy
- - . . - . . o . R .. . L Infarmatinn

Call Us
CALTRAVELSTORE o
GOVERNMENT BUSINESS TRAVEL
916.376.3989
2:00am - 5:00pm. Mon-Fri.
TRAVELSTORE

[ ST TCTTORITIIRL

After a competitive bid process, Our Services
the Department of General

Services Statewide Travel
Program contracted with CalTravelStore Contacts

TravelStore as the only authorized _ TravelStors has been servicing stats departments for

Tranel Manancmont Sorrine

SRRl SO RS S e R - T R
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Enter your User Name and Password to log in.

- If you do not have an account, please contact Travel Policy Section to request an account.
- Ifyou forgot your password, please click the “Forgot your password?” link or contact
Travel Policy Section to reset your password.

[s] concur

Sign In

User Name
Password

|

[ Remember user name o this computar

Forgot your user name?
Forgot your password?

(&) cnange language

| English (US)
[ Home |7| i~ v [ @ v Pagev Safety~ Tools~
Administration ~ | Help ~
Home Travel Approvals Reporting App Center
b b - b Profile ~ &
CALIFORNEA DEPARTMENT OF
TRANSPORTATION 00 00
Required View Trips

Hello, Terence Approvals

TRIP SEARCH ALERTS

..’ Baoking for myself | Book for a guest © vou havent signed up to receive e-receipts.@ Sign up here

£ == 80
NOTE: Reservations within 24 hours should not be reserved Beat the R USh !

in Concur. Travelers should contact CalTravelStore directly at 1 DAYS

Thousands of companies are already enjoying the
i ] remain until beneﬂlﬂs, on the Enhancesl Uf,er Interface. Sfmlch
Air/Rail Search the Enhanced UL. today so you and your users can benefit as well.

BT7-454-8725

@ Round Trip ) One Way ) Multi-Segment —Goncur

Departure City @ Upgrade Now

Find an aiport | Select multiple sirports

Arrival City @ COMPANY NOTES

Find an sirport | Salect multiple airports

Not possible to book Trainline on new UX

The below message is only shown to the Travel Policy Administrators at your
company.

Due to technical problems. Trainline bookings are currently failing on the new UX. We

appreciate your patience while we work together with our Development team to

resolve this issue as quickly as possible.

Show More

Or, tell us in your words what you want to do
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UPDATE TRAVELER PROFILE

= [erofiie Settings] | Sign out

PERSONAL INFORMATION

Open Profile Setting then click on Personal Information. In My Profile — Personal Information,
please fill in the following required fields:

1. Middle Name

2. Work Phone or Home Phone number
3. Gender

4. Date of Birth

System Settings
Which time zone are you in? Do you prefer to use a
12 or 24-hour clock? When does your workday

start/end?
Company Information Contact Information
Your compAany namea and husiness address or vour How can we contact vou about wvour travel

DESIGNATE TRAVEL ASSISTANT

Each Concur account allows the traveler to designate one or more travel assistants authorized to
make travel arrangements on his or her behalf. When designating a travel assistant, the traveler
must designate an individual who has a profile in Concur. Contact the Travel Policy Section for
assistance.

On the Concur Home page, select Profile then Profile Settings on the menu at the top of the
page. On the Profile Options page, select Setup Travel Assistants.
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LUInpdany nnuriauwn UMy mormaunen
Your company name and business address or your  How can we contact you about your travel
remote location address. ?

Credit Card Information Setup Travel Assistants
You can store your credit card information here so e0ple within your companies
you don't have to re-enter it each time you purchase to hnnk tnps and enter expenses for you.

an item or senvice.

E-Receipt Activation
Enable e-receipts to automatically receive electronic

Select “Add an Assistant.” In the Assistant field, enter the assistant’s name. Travel Assistants
must have an established Concur account to accomplish this task. Contact the Travel Policy
Section for assistance. Select “Can book travel for me” and/or “Is my primary assistant for
travel” Click “Save” and the Travel Assistant’s name will display on the “Assistants and Travel
Arrangers” section.

stants and Travel Arrangers Go to top

Please select the individuals within your organization that you would like to give permission to perform travel functions
for you.

[ Refuse Self Assigning Assistants @

Your Assistants and Travel Arrangers $ [+] Add an Assistant

You currenthy hawve no assistants defined.

Credit Cards Go to top

s B Go to top

sistants and Travel Arrang

& Add an Assistant - Windows Internet Explorer Egli

3 |

give permission to perform travel functions
for

| https:/Swww.concursolutions.com/profile/AssistantEditor.asp?u

Yol {+] Add an Assistant

Add an Assistant

Please select the individuals within wour ocrganization that yvou would like

to give permizsion to perform travel functions for you.

Assistant

[l can book travel for me ¢

Iz my primary assistant for travel®*
*Individuals/Groups with no work phone number in their Go to top
profile cannot be designated as primary assistant for
travel.

[+ Add a Crect Card

&P Internet | Protected Mode: OFf #3 ~ ®100% - saved.
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CHANGE PASSWORD

Users should immediately change the assigned temporary password to a personal password. From
the Concur home page, select Profile then Profile Settings from the menu at the top of the page.
From the Profile Options menu, select Change Password.

1. Enter the old (temporary) password and the new password in the designated fields.
2. Verify the new password by reentering it in the Re-enter Password field.

Enter a word or phrase in the Password Hint field to act as a reminder when the password is lost
and then click Save. After a successful log in, the Travel Center page will appear. From the
Travel Center page, users must complete their personal profile.

If you cannot remember the password, contact the Travel Policy Section for a password reset. A
password reset can take as long as 24 hours if failed login attempts exceed the maximum allowed.

When finished entering the information, click Save. There are several Save buttons on the Profile
page. Travelers only need to save once, as every Save button saves the entire profile.

LAdITer, MULEl, RETILE Ldl du DUer tdvel-eidied WIUITIY LU e LUL U1 LNe CICE £ LUngure: yuur acrup
preference travel manager.

Mobile Registration
Set up access to Concur on your mobile device

Change Password

G W oL

Change Password

A password must be at least 7 characters. It can contain numbers (0-9), upper and lower case characters (A-Z, a-z), and
symbols (such as "%*@+). It cannot contain spaces. All fislds are required.

Mote: Passwords are case sensitive.
0Old Password New Password Re-enter New Password

Password Hint (we will email this to you if you forget your password)
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TRAVEL VACATION REASSIGNMENT

Managers can reassign all the approval requests to others who will handle travel approvals in their
absence.

e To start reassignment — enter back up manager name in the box then press Submit
e To cancel reassignment — leave the box blank then press Submit

CONCUR Travel Approvals Reporting + App Center

Profile -

Profile Personal Information Change Password System Settings Maobile

Terence Hung

Your Information Proﬂle Options l—> Profile Settings | Sign Out

Personal Information

Company Information Select one of the following to customize your user pr »
. Administer for another user...
Contact Information . _ )
i Personal Information @ | am a delegate or travel assistant

Email Addresses Your home address and emergency contact ) | am a self-assigning travel arranger

Emergency Contact information. o
Credit Cards
_ i Company Information

ravel Settings Your company name and business address or your Cancel

remote location address.
Travel Preferences

International Travel Credit Card Information Setup Travel Assistants
You can store your credit card information here so You can allow other people within your companies

' you don't have to re-enter it each time you purchase to book trips and enter expenses for you.
Assistants/Arrangers an item or service.

Frequent-Traveler Programs

E-Receipt Activation
Other Settings Enat_)Ie e-feceipts to au_tomatlcally receive electronic
receipts from padicioating vendors.

E-Receipt Activation
System Settings

Travel Profile Options

Travel Vacation Reassignment
Carrier, Hotel, Rental Car and other travel-related e = e qff

gdte your backup

Connected Apps preferences. travelmanager.
Concur Connect Change Password Mobile Registration
Profile Personal Information Change Password System Settings Mabile Registration Travel Vacation Reassignment

Your Information

Travel Vacation Reassignment

Personal Information

Company Information Choose a person in your company who will handle travel approvals assigned to you in your absence. When you return
Contact Information from vacation, remember to come back here and clear out the backup manager so that you receive approvals as normal
Email Addresses agan.

Emergency Contact Note 1: If your designated backup manager goes on vacation while you are also on vacation, then all travel approvals that
Credit Cards are assigned to you will be redirected to your company’s travel administrator.

Note 2: This will not reassign any items currently in your approval queue; please handle these before you leave.

ravel Sewings $ Back up Manager Name [ submit | one |

Travel Preferences
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MAKING RESERVATIONS

TRIP SEARCH

:, Booking for myself | Book for a guest
£ = = 8 O

NOTE: Reservations within 24 hours should not be reserved
in Concur. Travelers should contact CalTravelStore directhy at
B77-454-8785.

Air/Rail Search

@ Round Trip ") One Way ' Mult-Segment

Departure City i@

SMF - Sacramento International - Sacramento, CA

Find an mirport | Select multiple sinports
Arrival City @
ONT - Ontario Intl - Ontario, CA

Find an airport | Select multiple sinports
Departure @
0M01/2015 || depart[=] || Afternoon [=] || 2 8[=] ~
Return @
03062015 || depart[=] || Afternoon [=] || 28 [=] ~

Pick-updDrrop-off car at airport
Find a Hotel

Find hotels within |5 | Distance Units) miles El of

_ Airport ! Address
_! Company Location @ Reference Point / Zip Code

Reference Point / Zip Code
(e.g. "Statue of Liberty’, "90210° or "Alexandria, VA"

Cntario, CA

D With names containing:

= Specify airline &

Refundable onhy air fares

Search flights by @) Price ([

Schedule

SERVICE FEES

Making flight arrangements:

e Click on the Flight tab.

¢ Indicate Round Trip, One-Way or Multi-
Segment.

e Enter Departure City/Arrival City.

e Enter Departure/Return Dates using the
Calendar.

e (Note: You may change Departure to
Arrival time).

e Enter time of Departure/Return
(dropdown)

Choose a Rental Car or Hotel

If a rental car is required at the airport, check
“Pick-up/Drop-off car at airport.

*If you wish to reserve a Hotel room, check
“Find a Hotel.”

*Note: Employees are required to use the
“Find a Hotel” function to secure lodging.

Refundable only air fares — check this box if
employee is not a frequent traveler and there is
a chance of trip cancellation.

Click “Search” after all the fields have been
entered.

When booking individual reservations online for hotel, car, air, and rail, a service fee is
charged per transaction. Making multiple bookings under one reservation is
recommended as the service fee is only charged once no matter how many bookings.
After hours, the service fee will rise to $16.00 per reservation segment. After hours calls

should be made for EMERGENCIES ONLY.
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Sacramento, CA To Ontario, CA
Sun, Mar 1 - Fri, Mar 6

Print / Email

Hide matrix

—— T
. = A P = <
Southwest Delta Multiol us American
24 results O < C;Jrrileﬂse Airways Airlines
MNonstop 426.14 . - . -
2 results 2 results
1 stop . 1,228.70 130.00 493.70 559.70
14 results 1 results 1 results 6 results 6 results
2 stops . 1,283.70 130.00 . .
8 results 4 results 4 results

1l Baggage Fee Policies

Shop by Fares Shop by Schedule

Show fare display legend

Sorted By: | Policy - Most Compliant E”

ALL State of California Fares are refundable, no change fee or penalties apply.
MOTE: Same day flight reservations should not be reserved in Concur. Travelers should contact the
CalTravelStore directly at 916-376-3989 or Toll Free at 87 7-454-87V85.

SHOP BY SCHEDULE

Select an outbound flight AND return flight to compare

Outbound Return

Sacramento, CA - Sun, Mar 1
Displaying: 5 out of 22 results. §gh

flight costs

Carrier Depart Arrive Stops Class SeatMap
) F 2 southwest=1034 SMF I2I5pm —» ONT 0L30pm 0 Economy
Starting From:
$426.14 &> 1h15m; 246 |bs COz; (Southwest)
@] @ Southwest #113 SMF 03:30pm —» ONT 0440 pm 0 Economy
Starting From:
$426.14 & < 1h10m; 246 Ibs COz; [Southwest)
& P L sSouthwest=4238 SMF 0500 pm —» ONT 0815pm 0 Economy
Starting From:
$426.14 < 1h15m; 246 Ibs CO;; [Southwest)
:b & I 2 southwest #1002 SMF 05:25pm —» ONT 07:0pm O Economy
Starting From:
$426.14 £ € 1h15m; 246 Ibs COz; (Southwest)
& Fi3 sSouthwest®#505 SMF 09:55pm =% ONT I1130pm 0 Economy
Starting From:
$426.14 &< 1h15m; 246 |bs COz; (Southwest)

Displaying: 5 out of 22 results. i@
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Shop by Fares || Shop by Schedule Sorted By: | Depart - Earliest [

We could do a deeper search to find additional flights, including sold out flights. Load detailed schedule
data.

Chosen Carriers

Owrtboumnd

2  sSouthwest #1002 SMF  06:25 pm =%  ONT 0740 pm 0 Economy

Starting F :
as;:lgg 1;_0"1 < < 1 hourl5 minutes; 246 lbs CO3; [(Southwest)

Remowe

Outbhound Return

Ontario, CA - Fri, Mar &
Displaying: & out of 21 results. &g

Carrier Depart Arrive Stops Class SeatMap
[ FiZ sSouthwest #3939 ONT 0750 am —> SMF 05:10 am 0 Economy
Starting From:
$426.14 < 1h 20m; 246 |bs COz; (Southwest)
(] @ Southwest £390 ONT I10<dS gm —» SMF 1205 pm 0O Economy
Starting From:
$426.14 << 1h 20m; 246 Ibs CO;; (Southwest)
) FiZ southwest =4208 ONT 12:30pm —> SMF 0150 pm 0 Economy
Starting From:
$426.14 & <@ 1h 20m; 245 Ibs COz (Southwest)
[ 5] 4 Southwest #2580 ONT 0355pm = SMF 0510 pm 0 Economy
Starting From:
$426.14 < < 1h15m; 246 lbs COz; (Southwest)
:? [} @ Southwest #1807 ONT 0755 pm —» SMF 0215 o O Economy
tarting From:
$426.14 @ 1h 20m; 246 Ibs COy (Southwest)
() Fi 4 southwest #3489 ONT 09:10pm —» SMF 10:25pm 0 Economy
Starting From:
$426.14 < 1h15m; 245 Ibs COz (Southwest)

After selecting outbound and return flight, click on “Price these options”

Shop by Fares Shop by Schedule Sorted By: | Depart - Earliest E”

We could do a deeper search to find additional flights. including sold out flights. Load detailed schedule
data.

Chosen Carriers

Owrtbouwnd
— F 2 Southwest=1002 SMF 06:25 pm =%  ONT 0740 pm 0 Economy
Sta;t:;;g f;om: <3 <0» 1 howur 15 minutes; 246 Ibs COy; (Southwest)
) Remowve
Return
- FiZ southwest =1807 ONT 0755 pm —»  SMF 09:15 pm 0 Economy
Sta;l;gg f;DITI: ‘ ‘ 1 howur 20 minutes; 245 lbs T3y [(Southwwest)
) Remowve

<y >
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SHOP BY FARES

Select the round trip flight, click Fares

Price

Carrier Depart Arrive Stops Duration
Starting From: 7 Sputhwest
na = SMF 06:25pm =3 ONT 0740pm 0 1h15m
ONT 07:55 pm —» SMF 0%I5pm 0O 1h20m
Compare = < § R More like this + Show fares w

SELECT TO RESERVE FLIGHT

*Reminder* Business Select seating is not allowed for State business traveling

Starting From: [ ! Southwest ,_
&= | L L 0740 prm
$426.14 SMF Spm  —» ONT pm 0 1h15m
ONT 0755 pm = SMF 02:15pm 0O 1h20m
Compare =+ $$ R More like this + Hide fares »~
Outbound flight: Sacramento, CA (SMF) - Ontarnio, CA& (OMNT) Sun, Marl
; Southwest Sacramento Internation... (SMF) Ontario Intl (ONT)
e #1002 Depart: Sunday, 06:25 pm Arrive: Sunday, 07:40 pm
Stops: 0 Duration: 1Th15m Anytime: Y 246 lbs CO;
@ Anytime () gesASelect
§214.32

34,

Return flight: Ontarno, CA (OMT) - Sacramento, CA& (SMF) Fn, Mart

Ontario Intl (ONT)
Depart: Friday, 07:535 pm

Stops: 0 Duration: 1h 20m Anytirme: Y

@ Anytime €

Sacramento Internation... (SMF)
Arrive: Friday, (/9:15 pm
246 |bs CO5

521182

Southwest

Fare Rules
Ticket is refundable

Your company credit card will be used to purchase this trip
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. . ] Reserve Flight and Continue
Review your reserved flight then click

CHOOSE CAR

Note: Selection is limited to Enterprise Rent-A-Car for in-state travel or National
Rent-A-Car for out-of state travel. Justification is required for anything other than a
Compact or Intermediate size vehicle.

3 . - Print / Email
Pick up: (ONT) on Sun, Mar 1 07:40 PM i
Return: Fri, Mar 6 0/7:55 PM

Hide matrix
All - PN e i i -t
27 results Compact Car | Intermediate Car | Standard Car | Standard Convertible | Full-size Car | Premiu
f@ntorprisol
25.54 25.54 2810 -- 2810 a5,
o<
? 25.54 25.54 2810 208.00 2810 a5,
1| 1 | 3
Displaying: 27 out of 27 resulis. == Previous 1 23 Next == | All
Sorted By: | Policy - Most Compliant E”
[£4 E-Receipt

Compact Car (Sabre) ¢ & Enabled @nterprise

maore info

Unlimited miles o
§25.54 per day Automatic N
[Corporate rate) atlt =
$127.72 weekly rate fransmission ! - ﬂ

ota —
select @ cost $166.58
[£]
[+ E-Receipt
Intermediate Car (Sabre) ¢ ¢ Enabled Snterprise
maore info

$25.54 per day
[Corporate rate)
512772 weekly rate

Unlimited miles
Automatic
transmission
Total

cost $166.58+

(2]

After Select the car, review and confirm by clicking
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CHOOSE HOTEL ROOM

Ensure the room rate does not exceed the maximum rate for the specific location.
See page 6 regarding short-term lodging reimbursement rates.

1. Ontario Airport Hotel & Conf...

700 N Haven Ave
Ontario, CA 91764-4902
Q 3.89 miles | view map

TR

rate this hotel

from

$84

mare info | compare

choose room e

2. Extended Stay America Ontario Ai...

3990 E Inland Empire Blvd
Ontario, CA 91764

North Ontario

9 4.23 miles | view map

w

rate this hotel

from

$85

mare info | compare

choose room e

8179 Spruce Ave

Rancho Cucamonga, CA 91730
Terra Vista

9 5.34 miles | view map

TR

rate this hotel

from

$89

mare info | compare

choose room e

104280 4th 5t

Rancho Cucamonga, CA 91730
MHorth Ontario

0 3.83 miles | view map

TR

rate this hotel

from

$90

maore info | compare

choose room e

34




4._aleft Rancho Cucamonga
fram
10480 4th 5t WK
Rancho Cucamonga, CA 91730 $90
North Ontario
¥ 3.83 miles | view map rate this hotel
maore info | compare hide rooms -

1king:state Government Rate - - ld Required. Mot Walid For Gowvernment-contrac Ted Vendors
State Government Id Reguired At Ch Aloft Non-smoking-235 Sg Ft:free High-speed Internet.42
Inch Flat Screen Led Tworest And (Rate Code: A1TKGWS) (Sabre)

2gueen:state Government Rate - - Id Reguired. Mot Valid For Government-contrac Ted Wendors
State Gowvernment Id Reguired At Ch Aloft Non Smoking-315 Sg Ft: free High-speed Internet. 42
Inch Flat Screen Led Twirest And (Rate Code: B2QGWS) (Sabre)

1king:state Government Rate - - ld Required. Mot Walid For Government-contrac Ted Vendors
State Government Id Reguired At Ch Accessible Non-smoking: free High-speed Internet.ada
Reguirementz rest And Relaxation (Rate Code: C1KGWVS) (Sabre)

1kinn Rrd-hied Travel - 10 Percent OFf Fond Aerveranefhziafairnnrt Shotl Alnft Mon-=mnkinn-285

=i
w0
o

m

5
0
o

-

e el o
=
w
o

Rate details / Cancellation policy

Reserve Hotel - Hotel must be paid by a personal credit card in User Profile or add
your credit card when you review your hotel reservation.

SELECT A METHOD OF PAYMENT

The credit card you select will be held to confirm vour reservation. “ou will not be charged in full until your hotel stay.

|There are no credit cardsdeﬁned.lz” Add credit card

* Indicates credit card i= a company card

o ) ) Reserve Hotel and Continue
After reviewing your hotel reservation, click
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REVIEW ITINERARY

Travel Details

I want to... Trip Name: Trip from Sacramento to Add to your Itinerary
Print tinerary Ontario (Edit)

—mail I Hotel
E-mail tinerary Start Date: Mar 1, 2015 S c= @

End Date: Mar 6, 2015

Created: Feb 5, 2015, Terence Hung
(Modified: Feb 5 2015)

Description: (Mo Description Available) Egity
Agency Record Locator: KQADSY
Passengers: Terence Hung

Total Estimated Cost: 51,042.72 LUSD
[(Details)

This trip requires approval.

The deadline for approval is:
02/06/2015 7:59 PM Pacific

Reservations

Sunday, March 1, 2015

e Flight Sacramento, CA (SMF) to Ontario, CA  CSancelallair

(ONT)

Southwest 1002

Departure: 06:25 PM Confirmation: 88RHDY

Seat: No seat assignment Status: Booked directly in Southwest /SSRHDY

Sacramento International (SKMF)
Dwuration: 1 hour, 15 minutes
MNonstop

Arrival: 07:40 PM
Ontaric Intl (ONT)

Additional Details
Distance: 350 miles
E-Ticket

Emissions: 245 5 lbs CO-
Cabin: Anytime )

@ Enterprise Car Rental at: Ontario US (ONT) Change | Cancel
Pick-up at: Ontario US (OMNT)
Pick Up: O7:40 PM sSwun Msar 1 Confirmation: 6906817629COUNT
Pick-up at: Ontarico US (OMNTY Status: Confirmed
Mumber of Cars: 1 Freguent Guest Mumber: APPLICANT

Rate Code: Z1XQMNWVW

Return: 07:55 PM Fri Mzr &
Returning to: Cntario LS (ORTY

Additional Details

Rate: $127.72 USD weekly rate, unlimited miles; $31.93 USD extra daily rate, unlimited miles; $10.54 USD extra
hourhy rate, unlimited miles

Total Rate: $166.58 USD Corporate Discount: HIACHIHIHCH

Rental Details

Compact / Car / Automatic transmission / Air conditioning
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S

aloft Rancho Cucamonga

10480 4th S5t

Rancho Cucamonga, California, 91730
us

309-484-2018

Checking In: Sun Mar 1
Room 1, Days 5, Guests 1

Checking Out: Fri Mar &

Additional Information
Daity Rate: 290.00 USD

Room Details

Confirmation: C03135578%9

Status: Confirmed
Rate Code: ATKGWS

Total Rate: 3450.00 USD

Room Description: RoomDescriptionCodes 1 KGWS

Cancellation Policy

Cancellation Fees may apply
Must Cancel 1 Day(5) Prior To Arrival.

o Add to your Itinerary

Friday, March &, 2015

Flight Ontario, CA (ONT) to Sacramento, CA  tancelsll Al

(SMF)
Southwest 1807

Departure: 07:55 PM
Seat: No seat assignment

Ontario Intl (ONT}
Dwration: 1 hour, 200 minutes
Monstop

Arrival: 09:15 PM

Sacramento International (SKMF}

Additional Details
Distance: 380 miles
E-Ticket

Emissions: 245.5 lbs CO;
Cabin: Anytime ()

o Add to your Itinerary

Confirmation: 828RHDY

Status: Booked directly in Southwest /G8RHDY

Change | Cancel

Air

Hotel:
Car:

Airfare quoted amount:

Taxes and fees:

Total Estimated Cost

Air Total Price:

Total Estimated Cost:

TICKET NOT YET ISSUE
TICKETS ARE I1SSUED.

D. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL

3372.50 UsSD

$53.64 LUsSD
3426.14 LUSD
5450.00 LISD
$166.58 L=SD

$1,042.72 LUSD
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PLEASE TAKE A MCMENT TC FILL OUT CUR CUSTCHMER
SERVICE SURVEY AT WWW.SURVEYMCNEEY.CCM/S5/HQHJSPF
CALTRAVELSTORE PHONE NUMBER 877 454-8785

If you close at this point your reservation may be cancelled. Note: Any part of the trip that is instant
purchase or has deposit required will not be cancelled.

TRIP BOOKING INFORMATION — COST CODING AND
APPLYING TICKET CREDITS

After entering the required fields, click Next

Trip Booking Information

The trip name and description are for vour record keeping convenience.

Trip Hame Trip Description (optionaly
This will appear in your upcoming trip list. Used to identify the trip purpose

Trip from Sacramento to Ontaric

Send a copy of the confirmation to: @

Send my email confirmation as
@HTML © Plain-text

With my email confirmation...

| Include directions and maps to hotels E”

Unit-4 digit number [Reguired] Project-10 digitzs alpha numeric, no spaces or special
| characters allowed. [Reguired]

Project Phase: use applicable Project Phase onhy- one Object Code [Reguired]

single digit or up to 8 digits of actual Phase [Required] | Elm

Reporting-1 to 10 digits alpha numeric no spaces or
special characters allowed (Optional).

You may HOLD this reservation until: 02/06/2015 09:59 pm Pacific
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TRIP CONFIRMATION

Trip Confirmation

To COMPLETE BOOKING, please press the "Confirm Booking” Button after reviewing this page.
To CANCEL, press the Cancel button.

After you complete this booking, it will be reserved; however, it will not be ticketed until it is approved by your
company.

Almost done... Please confirm this itinerary.

Dizplay Trip << Previous Confirm Booking==

Finished!

You have successfully booked your trip!

Trip Record Locator : KQADZY

This trip is awaiting approval and must be approved by: 02/06/2015 07:59 pm Pacific
It will be automatically cancelled if it is not approved by that time.

The itinerary will not be ticketed until your travel manager has approved the trip.
Your itinerary has been saved. TSI (State of CA RXO0F) will service your itinerary.

Please Mote: Fares are not guaranteed until tickets are issued and are subject to change without notice.
Airfare must be ticketed by an agent by: 02/06/2015 09:59 pm Pacific

Your itinerary has been saved.
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CANCEL RESERVATIONS

Travelers may be required to cancel reservations due to changing circumstances.
Cancellations (only) may be done online in Concur.

Cancellations can be made via the Upcoming Trips or Trip Library tabs on Concur
Travel. You can also call CalTravelStore at (877) 454-8785 to make cancellations.

Travel Agents at the CalTravelStore are available from 8:00 a.m. to 5:00 p.m.
Pacific Time, Monday through Friday and may be reached at 1-877-454-8785.

To cancel a reservation in Concur:
1. Logon to Concur
2. Select “View Trips”
3. Under “Actions” and click “Cancel Trip”.

TRANSPORTATION
Hello, Employee Name

Search value Dates To Use:

@ Booking Dates ®

Trip Name/Description

Trip fram Sacramento to Ontario (KQADZY)

Travel Dates

Date Range

00

Required
Approvals

08052014 | lozoszois DIncIu:Ie'.';'rthdra'.';ntrips

Status

Date Booked Start Date End Date

Awaiting approval by Rajesh Rai 0210572015 0310172015 030872015
Approval deadling is
0210612015 07:59 pm Pacific.

Trip will be automatically cancelled
if not approved by then.

Note: Cancellation of a refundable ticket is in conjunction with the “Rules” of the
ticket. If your ticket is non- refundable, and it is cancelled in accordance with the
airline rules, the ticket will be retained that can be applied to future trips.
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CHANGE RESERVATIONS

Travelers may be required to change reservations due to changing circumstances.
Travelers (or Assistants) must contact the CalTravelStore for any changes and/or
modifications to travel reservations.

Travel Agents at the CalTravelStore are available from 8:00 a.m. to 5:00 p.m.
Pacific Time, Monday through Friday and may be reached at 1-877-454-8785.
Employees must not make changes directly with the airlines.

You must call CalTravelStore at (877) 454-8785 for non-Southwest airline
changes. Southwest airline, hotel and car changes can be made through Concur
Travel.

Making Changes to Southwest Flights in Concur
General Notes

o If possible, make your Southwest changes on Concur as online transactions
requiring agent intervention incur a higher service fee.

e Concur (and Southwest) do not charge an exchange fee.

e There is no limit to the number of exchanges possible.

e |f the outbound leg is flown, the return flight can still be changed.

CONCUR Travel Administer for
Wright, Homer J

( A 01
“Gov View Trips

<Wright, Homer J>

TRIP SEARCH ALERTS

£ = = 8B © © ou haven't signed up to receive e-receipts.@ Sign up here

Air/Rail Search

COMPANY NOTES
# Round Trip One Way Multi-Segment
Departure Gity @
Welcome to Concur! This is CalTravelStore's self service travel reservation system. Help is
available anytime that you are using the program by selecting the HELP option from the top
menu bar. Please be advised that Concur Travel is for business use only.

Find an airport | Selsct muliple airports
Arrival City @

Find an airport | Select muliple: airports

For questions or assistance with Concur, please call CalTravelStore at (877) 454-8785 or visit

wnanar salbravaletara ~am
Read more
TRIPS (1)
Show More
Or, tell us in your words what you want to do )
e.0. flight rom JFK ta Parls on Tuesday ,SERUS Trip from Los Angeles to Sacramento
More~ &N

Company Policy

TRAVELSTORE Travel Policy
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To make changes to a Southwest flight, click on the upcoming trip from the Concur
Home Page, Trip Library, or Upcoming Trips page.

Once the itinerary opens, scroll to the flight reservation and click “Change” for the
segment you would like to change. If you need to change both segments, start by
clicking on either one (Concur will allow you to change both segments at once).

Help «

CONCUR | Travel Administe for

Wright, Homer J Y

Travel Trip Library Templates Tools

Trip Summary

Review Travel Details

Enter Trip Information | want to.., Trip Name: Trip from Los Angeles to Sacramento (L) Add to your Itinerary

Submit Trip Confirmation R ISR Start Date: Apr i, 2015 ® 1
End Date: Apr 9, 2015
Created: Mar 18, 2015, Anthony LaMarca (Modified: Mar IE Parking
18, 2015)

Description: (No Description Available) (Ediy
Agency Record Locator: MNBWZG
Ticket Number(s): 5202402862545

Share Trip
Gancel Entire Trip

Passengers: Homer James Wright
Total Estimated Cost: $98,02 USD (Deluis)

Reservations
Wednesday, April 8, 2015

0 Flight Los Angeles, CA (LAX)to Sacramento, CA (SMF)  Change | Cancelal Ar

Southwest 1531
Departure: 06:05 AM Confirmation: 83AISZ
Seat: No seat assignment Status: Booked directly in Southwest /83A1SZ

Los Angeles Intl (LAX)
Duration: 1 hour, 30 minutes
Monstop

Arrival: 07:35 AM

Sacramento International (SMF)

Additional Details
Distance: 373 miles
E-Ticket

Emissions: 235.7 Ibs CO5
Cabin: Wanna Get Away (T)

Plan ahead and reserve your airport parking. See Parking Options

o Add to your Itinerary
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e Flight Sacramento, CA (SMF)to Los Angeles, CA (LAX) Chance | Cancelal Ar

Southwest 639
Departure: 07:00 AM Confirmation: 83AISZ
Seat: No seat assignment Status: Booked directly in Southwest /83AISZ

Sacramento International (SMF)
Duration: 1 hour, 25 minutes
Nonstop

Arrival: 08:25 AM
Los Angeles Intl (LAX)

Additional Details
Distance: 373 miles
E-Ticket

Emissions: 235.7 Ibs CO,
Cabin: Wanna Get Away (T)

o Add to your Itinerary

Total Estimated Cost

Air
Ticket Number: 5262492862545: $64.94 USD
Taxes and fees: $33.08 USD
Total Estimated Cost: $98.02 USD

PLEASE TAKE A MOMENT TO FILL OUT CUR CUSTCMER

SERVICE SURVEY AT WWW.SURVEYMONKEY.COM/S/HQHJSPF

CALTEAVELSTORE PHONE NUMBER 877 454-8785

NC HOTELS REQUESTED CON THIS ITINEEARY

NO CARE BEQUESTED ON THIS ITINERARY

PLEASE PRESENT/RECONFIRM YOUR FREQUENT TRAVELER NUMBER UPON CHECE IN.
SOUTHWEST TICKETS ARE VALID ON SOUTHWEST AIRLINES ONLY.

SOUTHWEST DOES NOT PRE-ASSIGN SEATS

ALL FLIGHTS EREQUIRE CHECK IN CNLINE OR AT THE AIEPORT

A pop-up window will display to make your desired changes. Modify the date,
time, and/or airport. The user can change the outbound flight, the return flight, or
both. Select the appropriate box to change the flight segment. In this example, the
return flight will be changed to leave at a later time.
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Change Flight

IMake changes to the following flight segments:

[ Los Angeles Intl (LAX) to Sacramento International (SMF)

[# Sacramento International (SMF) to Los Angeles Intl (LAX)
From:

‘SMF - Sacramento International - Sacramentc‘

To
‘LAX - Los Angeles Intl - Los Angeles, CA ‘

Departure
‘04,*09;2015 Hdep v|[o7:00am |

(£3 7]

After specifying the desired changes in the pop-up window, Concur displays the
schedule page (Availability/ Fare Quote Page). Choose new flights for the outbound
and/or the return flight by clicking the “Quote for Price” button. For all ticket
changes, select and confirm both the outbound and return flights. When you are
making a change to a single flight whether in/out bound, the system requires for you
to select the flight that is not being adjusted in order to move forward with the new
change. The icon indicates your original purchased flight.
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[&f concur

Travel

Help ~

Administer for
Wright, Homer J

Travel Trip Library Templatos Tools

Trip Summary

(4~) select Flights
Round Trip

LAX - SMF
Outbound: Wed, 04/08/2015
Return: Thu, 04/09/2015

Total Estimated Cost
Air USD 98 .02
TotalUSD 08,02

i Change Flight Search

‘ Outbound - Wed, Apr 8

Display Settings

Hide Propeller Planes

Airport Fiiters
Departure
¥ LAX - Los Angeles, CA

Arrival
¥ SMF - Sacramento. CA

Los Angeles Intl, Los Angeles, CA To Sacramento
International, Sacramento, CA
Wed, Apr 8 - Thu, Apr 9

i Baggage Fee Policies

Los Angeles Intl, Los Angeles, CA - Wed, Apr 8
Displaying: 2 out of 1 results
Carrier Depart Arrive

[~ ] Southwest #1531 Lax 06:05 am =P SMF

Quote for Price

© © 1h30m; 235 Ibs COz (Southwest) iy

Displaying: 1 out of 1 results.

Print / Email
Show matrix
Show fare display legend

Stops  Class Seat Map

|
conomy |

Once you have selected the outbound flight, it appears in a gray box. Select the
return flight and click the “Quote for Price”. Again, the icon indicates your

original purchased flight.

Travel
Travel Trip Library Templates Tools
Trip Summary
\»{7 Select Flights
Round Trip
LAX - SMF

Outbound: Wed, 04/08/2015
Return: Thu, 04/09/2015

Total Estimated Cost

Air USD 98.02
TotalUSD 98.02

Change Flight Search

Los Angeles Intl, Los Angeles, CA To Sacramento
International, Sacramento, CA
Wed, Apr 8 - Thu, Apr 9

i Baggage Fee Policies

Administer for
-

Print / Email

Show matrix

Show fare display legend

Chosen Carriers

ol

2 Southwest #1531 LAX os0sam = SMF

07:35am 0 Economy

© ¢ 1 hour 30 minutes; 235 Ibs COy; (Southwest)
Remove

.
Quote for Price

W

Outbound

‘ Return |

Sacramento, CA - Thu, Apr 9

Return - Thu, Apr 9 ~
[ ]
Depart 05:30 AM - 08:40 AM
[ ]
Arrive 06250 AM - 10:00 AM
Display Settings ~
Hide Propeller Planes
Airport Filters A~
Departure

Displaying: 3 out of 3 results.
Carrier Depart Arrive Stops  Class Seat Map

T4 Southwest=1814 SMF 0530am =y LAX 06:50 am 0 Economy

Quote for Price & ¢ 1h20m; Boeing 737-700 (winglets); 235 Ibs COy (Southwest)
T4 Southwest=s3o SMF o07.00am =p  LAX 08:25am 0 Economy

Quote for Price & ¢ 1h25m; Boeing 737-800 (winglets); 235 Ibs COy (Southwest) Yy
T4 Southwest=037 SMF o0g40am =p  LAX 10:00 am Q Economy

Quote for Price & ¢ 1h20m; Boeing 737-700 (winglets); 235 Ibs COy; (Southwest)

Displaying: 3 out of 3 results.

Once both segments (outbound and return) have been chosen, they will appear in the
gray box. Click on the “Quote Flight Choice” button to retrieve the quotes for the

selected flights.
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Trip Summary

N .
l\A_b_}! Select Flights
Round Trip

LAX - SMF
Qutbound: Wed, 04/08/2015
Return: Thu, 04/09/2015

Total Estimated Cost

Air UsD 98.02

TotalUSD 98.02

Los Angeles Intl, Los Angeles, CA To Sacramento
International, Sacramento, CA
Wed, Apr 8 - Thu, Apr 9

i Baggage Fee Policies
Chosen Carriers

Outbound
4 Southwest 1531 LAX 0605am =y SMF

.
. 1 hour 30 minutes; 235 Ibs CO; (Southwest)
Quiote for Price oo

Change Flight Search

Remove
(] g
Return
[0 Southwest#037 SMF 08:400m = LAX
L)
v Quote for Price | ¢ ¢ 1 hour 20 minutes; Boeing 737-700 {winglets); 235 Ibs COy; (Southwest)
Remove

Return - Thu, Apr 9

L
Depart 05:30 AM - 08:40 AM
L

Arrive  06:50 AM - 10:00 AM

Display Settings

Hide Propeller Planes

Airport Filters

Departure
¥ SMF - Sacramento, CA

Arrival
¥ LAX - Los Angeles, CA

Print / Email

Show matrix

Show fare display legend

0735am 0 Economy

10:00am 0 Economy

~
Quote Flight Choices
L J
Outbound || Return
® Sacramento, CA - Thu, Apr 9
Displaying: 3 out of 3 results.
Carrier Depart Arrive Stops  Class Seat Map
A
4 southwests1814 SMF os00m = LAX 06:50am 0 Economy
Quote for Price & ¢ 1h20m; Boeing 737-700 (winglets); 235 Ibs COy; (Southwest)
-~ .
r‘ Southwest #6390 SMF 07:00 am =¥ LAX 08:25am ( Economy
Quote for Price & ¢ h25m; Boeing 737-800 (winglets); 235 Ibs CO; (Southwest) 7
Displaying: 3 out of 3 results.

Concur will provide the cost difference between the flights. Concur displays the
difference in the Airfare Difference row of the summary. Negative values represent
a refund: positive values represent additional charges. If the original fare is not

refundable, Southwest will save the value in the form of a ticket credit and

automatically save this ticket credit in the user’s profile.

After reviewing the flight exchange summary, select “Purchase New Flight” in
order for the exchange to process. Note: If the user clicks Cancel Flight Exchange,
the original flights remain unchanged.
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Help ~
[Rconcur | Travel

Administerfor
Wright, Homer J

Travel Trip Library Templates Tools

Trip Summary Flight Information

F|Ight5 Reserved Current Flights:

Round Trip
Ccarrier Flight Number Frm To Depart Arrive Class
LAX - SMF
Outbound: Wed, 04/08/2015 Southwests 539 SMF LAX Apr09 07:00am Apr0908:25am T
Return: Thu, 04/09/2015
New Flights:
Carrier Flight Number Frm To Depart Arrive Class
Southwests 97 SMF LAX Apr 09 08:40 am Apr 09 10:00 am M

Exchange details

Qriginal Airfare UsD98 .02
New Airfare: USD177.00
Airfare Difference UsD78.98
Forfeited Fare Amount: 0.00
Exchange Fee: UsD0.00

Total Cost of Exchange: usD78.98

The new air segment(s) have been added to your itinerary. Please choose "Purchase New Flights" to complete the exchange or
"Cancel Flight Exchange" to cancel your change.

Cancel Flight Exchange Purchase New Flights

If “Purchase New Flights” is selected, the user will be shown the new itinerary to
modify any other parts of the itinerary or trip information. Notice on the left side of
the page is a Trip Summary. This Trip Summary is geared to assist you in following
the necessary steps when booking your trip. Make sure you always scroll to the

bottom of the page clicking Next, Next, Next until you have received the
“Finished” message.

Click “Next” to proceed to the Trip Confirmation Page.
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CONCUR | Travel

Administer for
Wright, Homer J

Travel Trip Library Templates Tools

Trip Summary

Review Travel Details

I tto... Trip N < Trip fi Los Al les to S to (Edi il
Enter Trip Information p\rﬂllna(l:m;a ; rip Name: Trip from Los Angeles to Sacramento (Edif) Add to your Itinerary
Submit Trip Confirmation E£-mal Itnerary Start Date: Apr 8, 2015 @ car @ Hotel
End Date: Apr 9, 2015
Created: Mar 18, 2015, Anthony LaMarca (Modified: Mar E] parkng
18 2015)

Description: (No Description Available) (Edit)
Agency Record Locator: MNBWZG

Ticket Number(s): 5262492870832
Passengers: Homer James Wright

Total Estimated Cost: $78.98 USD (Details)

Reservations

Wednesday, April 8, 2015

@ Flight Los Angeles, CA (LAX)to Sacramento, CA (SMF)  Change | Cancelall Ar
Southwest 1531

Departure: 06:05 AM Confirmation: 83AISZ

Seat: No seat assignment Status: Booked directly in Southwest /83AISZ
Los Angeles Intl (LAX)

Duration: 1 hour, 30 minutes

Nonstop

Arrival: 07:35 AM

Sacramento International (SMF)

Additional Details
Distance: 373 miles

Sacramento International (SMF)
Duration: 1 hour. 20 minutes
Nonstop

Arrival: 10:00 AM
Los Angeles Intl (LAX)

Additional Details

Distance: 373 miles
E-Ticket

Emissions: 235.7 Ibs CO,
Cabin: Wanna Get Away (M)

o Add to your Itinerary

Total Estimated Cost

Air
Ticket Number: 5262492870832: $138.42 USD
Taxes and fees: $38.58 USD
Total Estimated Cost: $78.98 USD

Payment Details for: Southwest
Previous Payment $98.02 USD

PLERASE TAKE A MOMENT TO FILL OUT CUR CUSTOMER

SERVICE SURVEY AT WWW.SURVEYMONKEY.COM/S/HQHJIBPF

CALTRAVELSTORE PHONE NUMBER 877 454-8785

NO HOTELS REQUESTED ON THIS ITINERARY

NO CARS REQUESTED ON THIS ITINERARY

PLEASE PRESENT/RECONFIRM YOUR FREQUENT TRAVELER NUMBER UPON CHECK IN.
SOUTHWEST TICKETS ARE VALID ON SOUTEWEST AIRLINES ONLY.

SOUTHWEST DOES NOT PRE-ASSIGN SEATS

ALL FLIGHTS REQUIRE CHECK IN ONLINE OR AT THEE AIRPORT

T
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You have the opportunity to rename or describe the trip, or enter any additional
information that may be required by the respective department. Select the “Finish”
button to complete the change.

C. [ole][eil]] Travel Administer for

Wright, Homer J

Travel Trip Library Templates Tools

Trip Summary Trlp Confirmation

() Einalize T
\\é Finalize Trip

Press the "Finish" button to complete your booking and have it processed.

v Review Travel Details
Enter Trip Information
Submit Trip Confirmation Trip Name

Trip from Los Angeles to Sacramento

Description

Send a copy of the confirmation to:

Send my email confirmation as (® HTML () Plain-text
Include directions and maps to hotels v

# Send an email to Wright. Homer

Your itinerary will appear again, this time with the “Finished” message.

Help ~
CONCUR | Travel Administer for _
Wright, Homer J
Travel Trip Library Templates Tools
. Finished!
rip Summary

You have successfully booked your trip!

O Finished! Trip Record Locator : MNBWZG

This trip complies with your travel policy.
Your itinerary has been saved. TSI (State of CA RXO0F) will service your itinerary
Please Note: Fares are not guaranteed until tickets are issued and are subject to change without notice

‘ Travel Contact Information

( j.GOV

Trip Name: Trip from Los Angeles to Sacramento

Start Date: Apr 8, 2015

End Date: Apr 9, 2015

Created: Mar 18, 2015, Anthony LaMarca (Modified: Mar 18, 2015)
Description: (No Description Available)

Agency Record Locator: MNBWZG

Ticket Number(s): 5262492870832

Passengers: Homer James Wright
Total Estimated Cost: $78.98 USD
TSI (State of CA RXOF)

Reservations
Wednesday, April 8, 2015
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APPROVING MANAGER IS OUT OF THE OFFICE
OR NOT AVAILABLE TO APPROVE TRIP

Approving Managers can redirect incoming trip approval requests to an acting
manager in their absence by logging into their Concur account, select Profile, and
then select “Travel Vacation Reassignment.”

To redirect approval request to an alternate manager, contact the Travel Policy
Section.

PHONE NUMBERS

Department Policy requires users to utilize the on-line reservation system to
purchase and/or cancel travel reservations. To change an itinerary, travelers must
contact the CalTravelStore during business hours from Monday — Friday between
the hours of 8am-5pm (PST).

The CalTravelStore offers after-hours and weekend service for EMERGENCIES
ONLY.

*Note: After hours, the service fee will rise to $16 per reservation segment. The
Division of Accounting reviews after-hours service fees to ensure emergency use
only.

CalTravelStore — 1-877-454-8785.
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